
Start of Change Request 

Process 

Process Owner: GA 



CHANGE REQUEST  

The GA will go to the appropriate Grant to initiate a 

Change Request. 

1)Click on the Change Request 

Tab 

Go to next slide 

Owner: GA 



CHANGE REQUEST TAB 

After clicking the CR Tab, the GA will see a list of 

previously created CRs if any.  

1)Click on Create Object 

Go to next slide 

Owner: GA 



CHANGE REQUEST OBJECT 

A new CR object will appear.  The system 

automatically relates the CR to the appropriate 

Grant. Scroll down to see relationship.  

1)Enter CR Title 

Default of Revision. Based on 

Answers to interview, it will 

Automatically change to  

Amendment.  

Date submitted is automatically  

Assigned.  

2)Enter description 

Approved date is done by  

An action. 

Executed date is entered  

By contracts team when 

Amendment is executed. 

3)Click on Task Tab 



START CR INTERVIEW 

Upon clicking on the task tab, the GA will see a 

Start CR Interview button.  

1)Click on Start CR Interview 

Owner: GA 



Owner: GA 



CR DOC IMPORT 

Based on the answers provided by the GA the system 

will require the GA to upload certain documents.  The 

documents are listed at the bottom of the CR object.  

 

The GA can review his/her answers by looking at the 

12 item list. If it’s checked off, the GA answered yes. 

If the GA made a mistake, click on “Start CR 

Interview” again and change your answer. You will 

need to go through the entire interview again.  

List of documents needed 

1.A)Change answers  

Review answers  

1.B)Click on Import and repeat until  

All Docs have been uploaded. 

Owner: GA 



CR DOCUMENT IMPORT 

After clicking the Import button a new window 

will open.  

1)Select CR Documents 

2)Select appropriate Doc Type 

3)Enter GLO CR Number 

4)Click on Browse and select  

Appropriate doc from your  

computer 

5)Click on upload 



PBS UPDATE 

Once done with the interview and after 

reviewing the answers, the GA will need to 

update the one, two or all three of the 

documents that make up the PBS.  

 

To do this, the GA must double click on 

the Grant number.  

1)Double click on Grant  

Number 



UPDATING THE PBS 

Once you double click on the grant number, the grant 

related to this CR will open in a separate window.  Go 

to the documents tab, select static folder and double 

click on the document that needs to be updated.  

1)Click on Documents tab 

2)Click on the Static folder 

3)Select document that needs 

To be updated by double  

Clicking on it. 



MAKING CHANGES TO A DOCUMENT 

Once the GA double clicks on a document, the document 

will open in a separate window.  The GA will make sure the 

Track Changes option is on and will proceed to make the 

appropriate changes. Once that is done, the GA will save the 

document.  

1)Click on the Review tab 

2)Click on the track changes button 

3)Edit document 

4)Save Document 

5)Comment box will open. 

Reference CR number 6)Close window 



SAVE AND CLOSE GRANT/SEND TO FACILITATOR 

1)Save and Close 

Grant 

2)Go back to the Change Request 

3)Click on Send to Facilitator 



End of Change Request 

Process for GA 



EXECUTED A/R 

Once the Director approves, it the process 

ends if it’s a revision. If it’s an amendment, it 

is sent to legal for all that paper stuff. Once 

executed, the Contracts team is notified, 

they come in and click on Execute CR. It 

updates the executed date.  

1)Click on task 

The End  
Owner: Paul 



End of Internal Review 

Process of Change 

Request 



OnBase General Navigation 



HOME PAGE 

When User logs in he/she will 

see this page. User will then click 

on the Texas GLO Tab to be 

taken to the filters. 

1)Click on Texas GLO 



FILTERS 

1)The user will then click 

on filters. 



FILTERS II 

The user will now see a list of filters on the left hand 

side of the screen.  Depending on the user role and 

rights the user may see all or some of the filters.  

1)Filters 

2)Click to expand 

The user may click on any filter to go to the 

appropriate object as per the filter name.  

 

We recommend that you go in through the Grant 

object initially, so you can familiarize yourself with 

the hierarchy of all the objects.  

2)Click on Grants 



FILTER III 

The user can expand the filters by clicking on it 

once.  Based on the filter, some may have the 

option to view all or assigned objects based on 

user roles.  

 

You may also see a list of child objects 

underneath the parent objects.  

1)All Grants 

2)My Grants 

3)Example of child objects 

Under the EnvWO: 

a)Sites 

b)ERRs 



GRANT 

1)Click on All Grants once 

2)All Grants tab opens up 

User can search by the columns listed. 

We can customize these columns. 

3)To search click on this  

Space. 

4)Type in 2,000,000 



SEARCH FOR A GRANT 

By entering $2,000,000 the system will 

find all grants with an award amount of 

$2,000,000. 

The same can be done with Grant 

number, grant title, grantee, etc. 

1)Double click on Hurricane 

Tim. 



GRANT PART I 

This is the Grant object. It contains key data related 

to the grant. Plus you can navigate to other objects 

from it. 

1)Start and end dates 

2)Award amount 

3)Contract numbers 

4)The round 

5)The related Grantee 

6)Related Grant Manager 

7)Related Grant Administrator 

8)Related Area Manager 



GRANT PART II 

If you scroll down the object you will get to the financial 

data. Where budgeted costs, allocated costs, 

amendments, and balances are shown. 

1)Budgeted cost 

2)Allocated costs 

3)Amendments 

4)Balances 

5)Construction 

6)Eng Fees 

7)Env Fees 

8)GA Fees 

9)Total Budgeted Amount 



GRANT PART III 

1)Engineering WO 

2)Env WO 

3)Change Orders 

4)Section 3 

5)Start a discussion 

The user may also navigate to 

other related objects from the 

Grant object by clicking on any 

of the tabs running across the 

top. 

6)Documents 

7)History 



ENGWO TAB UNDER THE GRANT OBJECT 

By clicking on the EngWO 

tab, the user gets a list of all 

related EngWOs under this 

grant. 

1)Related EngWo’s 

2)User can move the bar to 

See more detail of each EngWo 

3)Double click on  

EngWO 54321 



ENGWO OBJECT 

By double clicking on EngWO 54321 the EngWo 

object appears. The EngWO object contains all 

relevant information about the WO. You can also 

navigate from this object to related child objects such 

as projects and bid packages. 

1)EngWo number 

2)EngWO Title 

3)Related EngSP 

4)Start and end date 

5)Parent Grant Object 

5)Eng Fee 



ENG WO DOCS AND DISCUSSIONS 

2.1)Click on Docs 

1.1)Click on Discussions 

2.2)Docs Window expands 

1.2)You can start a Discussion 

1.3)Open an existing Discussion 

2.3)Double click on documents 



PROJECT TAB UNDER ENGWO OBJECT 

1)Double click on EngWO 

This tab shows all projects under this EngWo.  



PROJECT OBJECT PART I 

A new window opens with the Project object.  

Project number 

Project title 

Project description 

HUD Activity 

Start, 50% and 100% dates 

Associated costs 

Documents 



PROJECT OBJECT PART II 

If you scroll down, you will see the parent EngWO and a list of 

Sites and Phases. 

Rolled up Eng Fees 

Constructions costs 

GA Fees 

Parent EngWO 

List of Sites 

List of Phases 

1)Double click on sites 



SITES OBJECT 

Site number 

Site title and description 

Long & Lat 

Parent EngWO 

Parent EnvWO 

List of related Phases 

1)Double click on phase 



PHASES OBJECT 

A separate window will open for the Phase object.  

Phase number 

Phase title 

Phase Description 

Phase dates 

EngFee 

Parent EngWO 

Parent Grant 

1)Click on Bid and Site Tab 



SITE AND BID TAB IN PHASE OBJECT 

The bid and site tab shows the related bid 

package and the parent site 

Bid Package 

Parent Site 



The EnvWO tab will show the user any 

and all related EnvWOs under this grant.  

List of EnvWo’s 

1)Double click EnvWO 



ENVIRONMENTAL WO OBJECT 

A new window will open showing the EnvWO object. 

From here the user can see the details of the work 

order, the related grant info, the related bid package, 

the environmental fee.  By using the tabs, the user can 

view the sites and the ERRs.   

EnvWO number and title 

Related ESP 

Start and end date of WO 

Related Grant 

Related Bid Package 

Env fee Sites Tab ERRs 



SITES TAB IN ENVWO 

By clicking on the Sites tab, the user can see the list of 

related sites and the aggregation type.  

List of Sites 

Aggregation type 

By double clicking on the site, a window will open 

showing the site object.  This is the same site object 

the user can open through the EngWO->Project->Site 

path.  



ERR TAB IN ENVWO 

By clicking on the ERR tab in the EnvWO the user can 

view the list of ERRs under this EnvWo. 

List of ERRs 

1)Double click one of ERR 123 



ERR OBJECT 

By double clicking on the ERR, a new window opens showing 

the ERR Object. 

ERR Number 
ERR Title 

ERR Description 

Parent EnvWO 

List of milestones 

If you scroll down you will see a list of documents 

specifically related to this object and workflow. 



ERR MILESTONES 

The user can get an update on the status of the ERR by 

looking at the list of milestones. Once a milestone is 

completed, it is checked off.  This happens through the 

workflow, by an action. It’s either a submittal, approval, upload, 

etc. 

List of Milestones 

Required Documents 

User may double click directly 

To open a document. User may also click on  

Documents 



DOCUMENTS WINDOW 

User may click on the documents and a window will expand 

showing all related documents.  

1)Double click on a  

document 



DOCUMENT 

When the user double clicks on a document, that 

document will open on a separate window.  The user 

can view the document and any related information. 

Body of document 

Existing discussions 

Existing notes 



HISTORY OF ERR 

The user may view all related 

history to this ERR by clicking on 

history. 

 

The history is available at each 

object.  It will show the relevant 

information to that particular 

object. 

1)Click on history 

Records each step: 

Who, What, When? 



CHANGE REQUEST TAB IN GRANT OBJECT 

By clicking on the Change Request tab, the user may 

view a list of all Change Request related to this 

particular Grant.  

 

The user may double click on a particular CR and it 

will open on a separate window. 

1)You may scroll to the right to  

view status 

2)Double click on CR # 131 



CHANGE REQUEST OBJECT PART I 

The user can view the details of any change request. This 

object will provide the areas impacted by the change 

request  and any supporting documentation.   It will also 

show the status and comments. 

CR # 

CR Title 

CR Type 

Date submitted 

Date Approved 

Date Executed 

Summary 



CHANGE REQUEST OBJECT PART II 

The user may scroll down to view additional information.  

If checked off, it means the GA  

Answered yes during the interview. 

Related Grant 

PBS impact 

Routed for Eng and Env  

review 

Required Supporting Documents 



CR COMMENTS AND DOCUMENTS 

The user can click on the comments tab to view related 

comments regarding the review and approval process of 

the CR.  

The user can also click on the Documents tab to view the 

related documents required by the approval process. 

Comments Tab 

Comments 

3) Double click on Construction CR History button 

Documents 

1)Double click on comment #110 

2)Double click on Documents 



ERR COMMENTS 

The user can view the 

comment, have a discussion 

about the commment, and 

view the history.  

History 

Discussions 

Comment 



SECTION 3 TAB IN GRANT OBJECT 

The user can click on the section 3 tab within the grant object 

and view a list of quarterly section 3 reports. 

1)Double click here 



SECTION 3 

Section 3 tab with the grant object will take the user 

to Section 3 material.  


